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MEMORANDUM FOR:

FROM:

SUBJECT ¢ Management Training Division

During the summer, the Management Training Divislion was organized with
two branches: the Executive, Administrative, and Supervisory Training
Branch and the Clerical Training Branch,

During September and October, two members of this division provided
jnstruction to 1,200 supervisors throughout the Agency in the uss of
the new Personnel Evaluation Report.

A new project of this division, the CIA Human Resources Program, has

been developed as mr basic supervisory training eESEER to assist

members of the Agency with management responsibilities to make the

best and fullest use of the individuals under their supervision.

Tt consists of four one hour group meetings for each particular group

of supervisors, with preferably not more than twenty in a group;

8 one~half hour interview with each supervisor; and a follow=up

cne hour group meeting approximately every six weeks into the future,

This compact program is designed to focus sttention upon the human

relations factors that are basic in effective management, and to

gserve as the foundation for other supervisory training programs

that may be developed to mset specific needs. To date, one group of

supervisors in ORR and four groups in OCD have participated depsiiale
- a total of 93 supervisors, ranging from the level of A/D

to Section Chief, This program is expected to expand very considerably

after the first of the new yeaXr.

I understand that _ has given you all the pertinent
information regarding the Clerical Training Branch,
/ S
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CIA HUEABE RESQURCES PROGRAM

The CIA Human Resources Program has been developed by the Management Training
Division, Office of Training, as a basic supervisory training program to
assist members of the Agency with management responsibilities to make the
best and fullest use of -the individuals under their supervisione

This program consists of four one hour group meetings for each particular
group of supervisors, with preferably not more than twenty in a group; a
one-half hour interview with each supervisor; and a follow=up one hour
meeting approximately every six weeks in the future.

Tt is proposed that the CIA Ihman Resources Program be instituted office by
office and division by division until complete coverage of the departmental
staff of the Agency has been achieved, Since this is a compact program, it
e¢an be launched with several groups of supervisors at the same time and can
spread throughout the Agency relatively quickly., A1l group meetings are
conducted by & member of the staff of the Manmagement Training Division, OTR(G),
but the program is intended to become integrated with the normal operations of
each organizational unit in which it is establishedo

The program will not be comnenced in any office of the Agerncy until an
appreciation meeting of approximately one hour has been held with the top
policy staff of that office. It is egsential that this program have the
strong and intelligent endorsement of the AD and his staff before it is
instituted in any office in the Agencye

Organization of the CIA Human Resources Program

Group Meeting #1 Management in the Federal Service 1 hre
Objectivesh incentives, and measuring sticks in Government b
Foreign affairs agencies; substantive vs. administrative functions
This agency o
Managements getting work done through people

the development of people -

supervisory, administrative, and executive functions
Discussion of management problems from the experience of the group
Five functions of management

Assignments for % hr. conferences and for next group neebing,
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CIA HUMAN RESQURCES PROGRAM

Individual Conferences % hr, x the number of supervisors

Group

Group

Group

This compact program is designed to focus atiention upon the human relations
factors that are basic in effective management, and to serve as the foundation
for other supervisory training programs that may be developed to meet specific
needs, .

The supervisor; the middle man in operatlons, is recognized to be the
key man in managemsnt, '

A one=half hour individual conference with each supervisor is scheduled
after the first group meeting, 1In preparation for this conference, the
Supervisor notes on a 3x5 card for each employee in his wnit the -
following information: length of time in the Agency, length of time in
the unit, demonstrated streagths of this employee, apparent weaknesses
of this employee, action taken by the supervisor during the past

twelve months to assist this employes to achieve greater efficiency,.

Meeting /2 Management Princinles and.Problems 1 hr.

Management problems noted to date

Five functions of management in review

Discussi‘on of five key principles of management and their application here
The effective manager in Covernment |
Assignmentis for the next two group meetings,

Heeting #3 Developing a Strorg Team 1 hre

Under what conditions do people do their best ? How do we get the
best out of people ?

Discussion of the meaning of democratic administration
Apalyzing, explaining, and evaluating management

Assignment for the next meeting,

Meeting # An Action Program 1 hr,
Incidents in management,= examples of good and bad mnagement
_Improving management in this agency

Flan for the first follow=up meeting in eix weeks.

‘j I ii:mm:iﬂll Enl R Il - I a—— o .
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- MZLrORANDUM FOR: Deputy Dirsctors
Assistant Directors
Deputy Assistant Directors
Equivalent Steff Persconel
ATTENTION: Training Liaison Officers
SUBJECT: Human Resources Course for Senior Officials of CIA

1. As part of the Agency-wide endeavor to improve the quality of
supervision, the Office of Trailning has been conducting basic on-the-Jjob
training for supervisors at all levels,- the Human Resources Progranm,
During the past year, approximately 600 supervisors, from Unit Chief to
DDCI, have participated in this grass-roots approach to the management
problems of supervisors.

2. Genaral Cabell has indizated in the attached memorandum 'that
the tiue has now come when it is desirable to insure that uil senior
officlale in the Agency shall have had an opportunity to participate in
the Human Resources Program, either within their respactive organizational
components or in meetings that are designed specifically for top manago-
ment personnel from throughout the Agency,

3. The third L} hour Human Resources course, for officlals in the
categories of DD, AD, DAD, and equivalent senior staffs, from across the
Agency, will be held on the dates listed below. This will probably be
the final group from across the Agency since other programs for top
management officials are already in progress in the major components and
in individual Officea.

FEBRUARY HUMAN RESOURCES PROGRAM FOR SENIOR OFFICIALS (AGENCY=WIDE)
Tuasdry 23 February 2:30 p.m. Group Meeting #1 Room 117 Central

Ygdnesdey 2 Pebruary individual 3 hour conferances; scheduled
Thursday 25 February at Group Mseting #1.

Friday 26 February 2:30 p.m. Group Mseting #2 Room 117 Central
Monday 1 March 2:30 pom.  Group Meeting #3 Roem 117 Central
Tuesday 2 March 2330 p.m.  Group ¥Meeting #L, Room 117 Central

L. Since attendance at sach of the four group mestings iz essential
to achieve the objectives of the program, no one should register for thie
course who cannot attend every mseting.

S. Training Liaison Officers are requested to send registrationa

for this course to the Registrar, QO o
25X1A

{ MATTHEW BAIRD
Director of Training

Enclosuares
Memorandum of l; Jan Sl from DDCI
Human Rescurces Program Informaivion Statement yL\

CONF1DENTIAL
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MEMORANDUY FOR: DEPUTY DIRECTOR/PLANS
DEPUTY DIRECTOR/INTELLIGENCE
DEPUTY DIRECTOR/ADMINISTRATION
ASSISTANT DI RECTOR/CQMIUNICATION
DIRECTOR OF TRAINING

SUBJECT: Human Resources Program

1. T have expressed to you personally my active interest in
& concerted effort to improve the quality of supervision throughout
the Agency, ' , :

2, During the period, 1 = 8 December, a representative group
of senlor officlals of the Agency=-including the Acting DD/A, the
Chief of Operatioms and the Staff Chisfs in DD/P, the I.G.y four
Agsistant Directors, other sonior staff personnel and myselfes
participated in the Lj<hour initial phase of the Human Resources
PI‘O{IMo

3o This Program has my strong endorsement., It is a valuable
contribution to the general Agency-wide endsavor to improve super=
vision, I believe that it is extremely impertant at this time that
all senior oificials participats in the Human Resources Progran to
insure a community of understanding regarding management objectives
and to facilitats united action to improve management,

io Arrangements for the participation of senior officials
in the Human Resources Program should be appropriata to tha specifie
requirements of major organizational camponents. In soms instances,
senior officials find the progran more functional to their needs
¥hen it is conducted within a general component; in other cases,
senlor officials will get more out of the prograa by participating
in meetings which includa top management persomnel from other
segnents of the Agency. I know that it is planned 4n DD/P to conduct
me;;.ings for the Area Division Chiefs and their Bsputies within
DB/P.
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5. For those who can profit most by participating in a fluman
Resources course organized for top management personnel from across
the whole Agency, the Director of Training is scheduling one
presentation of the Li-hour initial phase of the Program each month
until all senior officials will have had an cpportunity to attend
such meetings. The course will be conducted by 25X1A
Chief of the Wanagement Training Division, OTR, It is assumed that
senior officials who do not attend meetings organized on an Agency-
wide basis will wish to participate in the Human Resources Program
as 1t is scheduled within their respective organizational camponents,

6. It is planned eventually to include in the Human Resources
Program everyone in the Agency who supervises anyone elss,

7. A course announcement of the January Human Resources Progrem
for senior officials from across the Agency will reach you within &
few days. [aquest that arrangements be mads through the appropriate
Training Liaison Officers for whatever further information nay be
required and for opportunities for your senior personmel to attend
a li=hour Human Resources course as soon as poasible,

SIGNED

Co Po CABELL
Lisutenant ral, USAF
Deputy Director

Distritution:
Ona copy to each addresses
1 = DDCI Chrono

1=EIBG.RB°
2 S

=2 =
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ROMAN RESCURCES PROGRAN

The Human Regources Program has baan developed by the Yanagement Training
Division, Office of Treining, as a basic supervisory training program to
assist members of the organization with management responsibilities to make
the best and fullest use of the individuals under their supervision,

This program consists of four one hour group meetings for each particular
group of supervisors, with preferably not more than eighteen in & group; a
one=helf hour interview with each supervisor; and a follow=up one hour
meeting approximately every eight wesks in the futurs.

It is proposed that the Human Resources Program be instituted Cffice by
Office untlil complete coverage of the departmental staff of the organization
tas been achieved. A1l group meetings are conducted by & member of the stafl
of the Uanagement Training Division but the program is intended to become
integrated with the nomal operations of each organizational unit in whiech
it i3 established,

The program will not be commenced in any Office of the organization until
an appreciation meeting of approximately ome hour has been held with the
top policzy staff of that Office. It is essentiasl that this progran have
the strong and intelligent endorsement of the Office Hend and his staff
before it is instituted in any Office of the organization,

Organization of the Human Rasources Program

Group Mesting #1 1 hro

Objectives, incentives, and measuring sticks in Goverrment
Forelgn affalrs agencles; substantive vs. administrative functions
This organization.

Hanagement: getiing work done through people

the development of people

supervigory, administrative, and exacutive functions,
Discussion of management probliems from the experignca of the group

Five functions of management

Five key principles of manapgement

Assigments for Z hr. conferences and for next group meeting,
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Individual Conferences # hro x the number of supervisors

A one<half hour individual conference with each supervisor is scheduled
after the first group meeting. In preparation for this conference, the
supervisor usually notes on a 3x5 card for each individual under his
immadiate supervision the following information: length of time in the
organization, length of time in the unit, demonstrated strengths of
this employee, apparent weaknesses of this employee, action taken by
the supervisor during the past twelve months to assist this employee

to achieve greater efficiency.

Group Heeting #2 Uanagement Principles and Probl 1 hr,
Management pmﬁ].ems noted to date :
Five functions of management in review
Five key principles of management and their application here
The effective manager in Government

Assignment for the next meeting,
Group Heeting #3 Developing a Strong Team 1 br,

Under vhat conditions do people do their best? How do we get the
bast out of people? :

Discussion of the meaning of democratic administration
Judging the effectiveness of management
Assignment for the next meeting,
Group Meeting #l An Action Program 1 hr,
Raview 7
Concrete suggestions for improving management in the organization

Plan for the first follow=up meeting,

This compact program is designed to focus attention upon the human relatiens
factors that are basic in effective management, and to serve as the foundetion

for other supervisory training programs that may be dsveloped to meet
specific needs,

ERD

osrzsery

_~, U Jamary Sk
}




